[image: image5.jpg]COMET

TANKERS



[image: image5.jpg]



GENeco Occupational Safety, Health, Environment & Quality (SHEQ) Management Systems Manual (IMS013)

Issue 12 Jan 2019
Custodian: Regulations and Systems Manager
4. Context of the organisation

4.1 Understanding the organisation and its context 

GENeco Limited (GENeco) is a wholly owned subsidiary of Wessex Water Enterprises Limited (WWEL). GENeco and WWEL are both part of the Wessex Water Limited Group of companies. The document - Defining the Relationship between WWSL and WWEL for the Management of Bristol Food Waste Recycling Facility (IMS011) outlines the roles and responsibilities of the respective organisations. Other companies within the group of companies include Wessex Water Services Ltd (WWSL) and Wessex Engineering and Construction Services Ltd. 

The Group’s principal business is that of a regional water and sewerage company conducted through the appointed water and sewerage undertaker, Wessex Water Services Limited. It has substantial experience in the construction and operation of waste water assets in the south-west of England. Services are also provided to third parties via WWEL trading as GENeco Ltd. 

GENeco was incorporated in March 2009 to provide wastewater and environmental services to both Wessex Water Services Limited and third parties. GENeco is able to call upon the technical, operational and financial resources of the Wessex Water Group of companies in offering to provide treatment of food and green waste and recycling services for the products of the treatment.

GENeco are an award-winning recycling and renewable energy company with a successful track record of offering our customers innovative and cost effective sustainable solutions for their organic waste. Our market-leading treatment processes produce renewable energy, soil conditioners and nutrient-rich bio fertilisers. In doing so we help our customers to become more sustainable and reduce or eliminate their dependence on landfill.

BFWRF was opened in October 2012 to provide a food waste treatment service to local authorities, food manufacturers and retail premises. The facility has a permitted throughput of 50,000 tonnes per year.  

Our BFWRF operation philosophy ensures that we maximise available capacity and process optimisation, to produce a quality digestate for use as a fertiliser on agricultural land to replace the use of fertiliser products.  Recycling to agricultural land also brings considerable benefits including positive effects for the fertility, workability, structure and the water holding capacity of the soil. 

BFWRF is registered with The Environment Agency as an installation under the Environmental Permitting Regulations, permit number PP3734LK and is registered as a biogas plant with Animal and Plant Health Agency (APHA) registration number 34/666/8001/ABP/BIO.

4.2 Understanding the needs and expectations of interested parties

Due to the effect or potential effect on GENeco’s ability to consistently provide products and services that meet customer and applicable statutory and regulatory requirements, GENeco will monitor, review and maintain the following documented information;

· Stakeholder (interested parties) Management Plan (IMS018) – detailing the interested parties that are relevant to the SHEQ management system .  
· The needs and expectation of customers and other interested parties are determined through regular communication with customers via face to face meetings, telephone conversations, surveys & social media. Changes in the industry & regulatory environment, which will influence interested parties’ requirements are monitored by all the team, documented and share via business unit reports.  The Solid Bioresources team maintain a summary of requirements in Customer Requirements (GENWMG175) which includes a column to define which of the requirements have become compliance obligations. 
· Legal Register (GENWMG156) - detailing key SHEQ legislation and other requirements incl. the Biofertiliser Certification Scheme (PAS110) in order to clearly communicate compliance needs to the team and to aid the evaluation of compliance. 

·  A summary of the quality management system provided to conform to PAS110 is detailed in Appendix 1. 
4.3 Determining the scope of the management system 
The scope of this management system is the;


When determining the boundaries and applicability of the management system, GENeco will consider; 

(a) The external and internal issues referred to in 4.1

(b) The compliance organisations referred to in 4.2

(c) Its organisational units, functions and physical boundaries

(d) Applicability of clauses as per definition in clause A.5 of ISO9001:2015

The scope includes all the waste handling and pre-treatments and the production of biogas – but not the operation of the CHP plant – and the processing of the digestate including dewatering and sales of the solid and liquid nutrient products.
The food waste recycling facility is located within the curtilage of Bristol Sewage Treatment Works (STW)   Some personnel involved with business administration are based in GENeco offices elsewhere on the same site. These teams manage business development, customer relationship management, billing, technical support, systems and compliance. All other activities located on the site are excluded from the scope of the permit. 
(e) Its activities products and services

(f) Its authority and ability to control and influence
Clause A.5 Applicability states that an organisation can review the applicability of requirements due to size or complexity of the organisation, the management model that it adopts, the range of activities and the nature of risks and opportunities. 

ISO9001: 2015 Clause 8.3 Design and development of products and services. The food waste recycling facility has not established, implemented and maintained a design and development process. One service is provided - the treatment of food waste by anaerobic digestion. The facility is not able to develop additional services due to site size limitations, adopted management model and the limitation of the regulatory approval and permit. Clause 8.3 is not applicable.  

ISO9001: 2015 Clause 8.5.3 Property belonging to customers or external providers. The food waste recycling facility does not control property belonging to customers or external providers at any stage of the process. Clause 8.5.3 is not applicable.  

Outsourced Processes:

An ‘outsourced process’ is a process that the organisation needs for its quality management system and which the organisation chooses to have performed by an external party. The following services are provided by parties outside of GENeco.

a) Analytical Services.  Wessex Water Scientific Centre provides GENeco with an analytical service. The service is UKAS Accredited to ISO/IEC 17025:2005 

b) Engineering and Construction Services.  Any engineering and construction work is contracted to Wessex Engineering and Construction Services Ltd (WECSL) which is also part of the Wessex Water Limited Group of companies. Any such work is outside of the scope of this EMS. Note: WESCL is certified to ISO9001:2015, 14001 and 18001.

c) Any exclusions outlined in the Lease

d) Services metering: A number of meters are planned in order to calculate any payment due for services provided to GENeco by Wessex Water Services Ltd. These meters will be procured, managed and maintained by Wessex Water Services Ltd

i. Final effluent usage

ii. Electricity

iii. Mains Water

iv. Effluent (centrate) treatment

v. Gas generation (renewable energy)

e) Electrical, Mechanical & Instrumentation (EMI) Service are provided by WWSL, with a recharge to WWEL for any work completed.

f) Employees See GENeco Structure (GENWMG143) for outline of company reporting lines for GENeco staff. Employees are a mix of WWEL and WWSL.  This includes; Maintenance, Control Room and CSU Standard Responses, Instrumentation calibration and verification, Automated Control Systems.

g) Environmental Permit and APHA Approval.  The Environmental Permit operator is Wessex Water Services Ltd. Staff managing, supervising and operating the plant within GENeco are a mixture of WWSL and WWEL employees.
h) Corporate central support including finance, human resources, information systems, procurement, facilities management, statutory inspections, regulatory, legal, health and safety and fleet are provided by Wessex Water Services Ltd.
i) Information Support – certified to ISO/IEC 27001 Information Security Management Certificate no. IS597
The GENeco management system is designed to address all the requirements of the following standards;

· ISO9001:2015

· OHSAS18001 transitioning to ISO45001

· ISO14001:2015

· PAS110
4.4 SHEQ management system and its processes

GENeco has established, implemented, maintains and continually improves this Occupational Safety, Health, Environment and Quality (SHEQ) Management System, including the processes needed and their interactions, in accordance with the requirements of the above standards order to achieve the intended outcomes and enhance SHEQ performance. 
Processes have been mapped in the following documents; 

GENeco Business Process review (IMS014).

Process Definition - Winning Business (GENWMP181)
BFWRF Digestate Paperwork Process (GENWMP224)
5. Leadership
5.1 Leadership and commitment

5.1.1. General

Top management demonstrates leadership and commitment to the development, implementation and improvement of the management system through; 

· Taking accountability for the effectiveness of the system

· Ensuring that SHEQ policies and objectives are established and are compatible with the strategic direction and the context of the company

· Promote use of the process approach and risk based thinking
· Ensuring the integration of the management system into GENeco’s business processes
· Ensuring that resources needed for the management system are available

· Communicating the importance of effective SHEQ management and of conforming to the system requirements

· Ensuring that the system achieves its desired results and intended outcomes
· Engaging directing and supporting persons to contribute to the effectiveness of the system

· Promoting continual improvement

· Supporting other relevant management roles to demonstrate their leadership as it applies to their area of responsibility   

The management system is a key topic in business unit reports and an agenda item in monthly management review meetings. This includes periodic discussion and updates of policies and objectives. 

5.1.2. Customer focus
Top Management demonstrate leadership and commitment to customer focus by ensuring that; 

a) customer and applicable statutory and regulatory requirements are understood determined, understood and consistent met.  (i) monitoring change through membership of associations and institutes, reviewing consultations & publications. Captured in BUR's. (ii) Regular conversations, meetings & surveys with customers. Captured in minutes, feedback spreadsheet & Salesforce, (iii) updating management system 'SWOT and PEST Analysis (GENWMP186)', 'Customer Survey Summary (GENWMP197)', Legal Register (GENWMG156), Customer Requirements (GENWMG175) and Stakeholder Management Plan (IMS018).

b) the risks and opportunities that can affect conformity of products and services and the ability to enhance customer satisfaction are determined and addressed; Risks are captured in Risk Register (IMS024), Environmental Aspects and Impacts Register and health and safety risk assessments. 

c) the focus on enhancing customer satisfaction - through team awareness, regular communication with customers (communication plan), checking understanding through regular surveys,
5.2 Policy

5.2.1 Establishing the SHEQ policy

GENeco operates under the Wessex Water group policies;

WW Group Environment Policy (GRP007)

Group Health and Safety Policy (GRP006)
Quality Policy (QALPOL01) 
The GENeco Management team has established, implemented and maintains the business specific GENeco SHEQ policy (IMS025) that, within the scope of the SHEQ management system ;
· Is appropriate to the purpose and context of GENeco

· Provides a framework for setting the GENeco SHEQ Objectives  (IMS002)
· Supports GENeco’s strategic direction
· Includes a commitment to satisfy requirements

· Includes a commitment to meet health and safety requirements
· Includes a commitment for protection of the environment, including prevention of pollution and other specific commitments relevant to the context of GENeco. 

· Includes a commitment to fulfil its compliance organisation

· Includes a commitment to continual improvement of the management system to enhance performance

A supplementary Quality Policy Digestate (GENWMP226) has been implemented to ensure that the requirements of PAS110 are met. 
5.2.2 Communicating the SHEQ policy

The SHEQ policy (IMS025) is available to all of the GENeco team via the shared network, displayed in reception for visitors to view and the GENeco website to enable access to external parties. 
5.3 Organisational roles, responsibilities and authorities

The GENeco Management Team (Top Management) will ensure that responsibilities and authorities are defined and communicated within the organisation.

The responsibilities of key staff are generally defined by job profile/contract of employment. Core responsibilities in relation to the management system are detailed below.  Individual operational responsibilities of other members of the team are defined in the relevant operational procedures.
Team responsible for aspects of the SHEQ management system:
Top management shall demonstrate leadership and commitment by; 
	
	Managing Director
	Regulations and Systems Manager
	Operations and Maintenance Manager
	Waste Management Director
	Renewable Energy Generation Manager

	Taking accountability for the effectiveness of the SHEQ management system 
	Y
	Y
	Y
	Y
	Y

	Establishing the SHEQ policy and SHEQ objectives for the management system and ensuring that they are compatible with the strategic direction of the organisation.
	Y
	Y
	Y
	Y
	Y

	Ensuring the integration of the SHEQ management system requirements into GENeco’s business processes
	Y
	Y
	Y
	Y
	Y

	Promoting use of the process approach and risk based thinking
	Y
	Y
	Y
	Y
	Y

	Ensuring that the resources needed for the SHEQ management system are available
	Y
	Y
	Y
	Y
	Y

	Communicating the importance of the SHEQ management system and of conforming to the requirements
	Y
	Y
	Y
	Y
	Y

	Ensuring that the SHEQ management system achieves its intended results
	Y
	Y
	Y
	Y
	Y

	Engaging directing and supporting persons to contribute to the effectiveness of the SHEQ management system 
	Y
	Y
	Y
	Y
	Y

	Promoting improvement 
	Y
	Y
	Y
	Y
	Y

	Supporting other relevant management roles to demonstrate their leadership as it applies to their area of responsibility
	Y
	Y
	Y
	Y
	Y


	Role
	SHEQ Responsibility

	Top Management (GENeco Senior Executive Team incl. Managing Director of Wessex Water Enterprises Ltd)
	Top management shall demonstrate leadership and commitment by; 

· Taking accountability for the effectiveness of the SHEQ management system 
· Establishing the SHEQ policy and SHEQ objectives for the management system and ensuring that they are compatible with the strategic direction of the organisation.

· Ensuring the integration of the SHEQ management system requirements into GENeco’s business processes

· Promoting use of the process approach and risk based thinking

· Ensuring that the resources needed for the SHEQ management system are available

· Communicating the importance of the SHEQ management system and of conforming to the requirements

· Ensuring that the SHEQ management system achieves its intended results

· Engaging directing and supporting persons to contribute to the effectiveness of the SHEQ management system 
· Promoting improvement 

· Supporting other relevant management roles to demonstrate their leadership as it applies to their area of responsibility



	Regulations and Systems Manager
	· As part of the Senior Executive team – ensure that Top Management obligations, leadership and commitment is maintained

· Establishing the SHEQ policy and SHEQ objectives for the management system and ensuring that they are compatible with the strategic direction of the organisation.
· Supporting the Operations and Maintenance Manager and Waste Management Director in ensuring the integration of the SHEQ management system requirements into GENeco’s business processes
· Maintenance and implementation of an audit programme (standards/legal register) to ensure that the management system conforms with the requirement of ISO9001:2015,ISO14001:2015, OHAS18001; ISO45001, PAS110
· Lead SHEQ auditor

· Monthly reporting into the Senior Executive Review meetings on the performance of the SHEQ management system and on opportunities for improvement (audit/evaluation of compliance)
· Prepare input and chair Management Review Meetings if separate from the Senior Executive Review Meetings

· Ensuring that processes needed for the SHEQ management system are established, implemented and maintained
· Maintain the Risks and Opportunities Register


	Operations and Maintenance Manager

Food Waste Plant Supervisor

	For the Food waste recycling facility operational activities;

· Ensuring that the processes are delivering their intended outputs (waste acceptance, treatment and digestate quality, meeting stakeholder requirements)

· Provision of suitably qualified, trained and competent staff
· Ensure sufficient resources (people infrastructure, equipment, work environment) for the establishment, implementation, maintenance and improvement of the SHEQ management system 

· Co-ordination of all site related activities / requirements, including Safety, Health & Environmental (SHE) concerns

· Ensure that activity complies with regulatory requirements
· Ensuring that the management system is fully implemented followed and maintained. Check that it reflects the way that the facility is managed. Triggering a review of documents where required
· Reporting on the performance of the SHEQ management system and on opportunities for improvement (waste acceptance, treatment and digestate quality)
· Ensuring that the integrity of the SHEQ management system is maintained when changes to the operation are planned and implemented


	Director of Waste Management
Solid Bioresources Manager
	For food waste customer relationship management, customer feedback, pre-acceptance controls, billing and management of waste exports; 

· Reporting on the performance of the SHEQ management system and on opportunities for improvement(Pre-acceptance, customer requirements)

· Ensure sufficient resources (people infrastructure, equipment, work environment) for the establishment, implementation, maintenance and improvement of the SHEQ management system

· All aspects of PAS110 certification including maintenance of management system and Quality Policy for digestate 

· Ensuring that the processes are delivering their intended outputs (waste acceptance, treatment and digestate quality)
· Ensuring the promotion of customer focus throughout the organisation including the effective management of customer feedback (positive and negative) 
· Ensuring that the integrity of the SHEQ management system is maintained when changes to the operation are planned and implemented
· Ensuring that customer requirements are determined and are met with the aim of enhancing customer satisfaction
· Determining and implementing effective arrangements for communicating with customers in relation to (a) product information, (b) enquiries, contracts or order handling, (c) customer feedback including customer complaints
· Defining and applying methods for monitoring customer perception as to whether GENeco has met customer requirements 
· Ensuring the promotion of awareness of customer requirements throughout the organisation



	Renewable Energy Generation Manager

	For the Food waste recycling facility operational activities;

· Senior Executive Team lead on Occupational Health and Safety
· Chair and co-ordinator of the WWEL Occupational Health and Safety Committee Meetings

· Report to and attend Wessex Water Health, Safety & Welfare Committee Meetings 

· Development of WWEL Occupational Health and Safety strategy

· Maintenance of health and safety inspection programme

· Ensure the investigation (incl. root cause analysis) and reporting of health and safety incidents 

· Provide audit and advice on health and safety matters



	Health and Safety Advisor
	Responsible for safety policy, audit and advice on health and safety matters.



	SHEQ Auditors
	The SHEQ Auditor is responsible for auditing of management system processes and reporting audit findings to the Management Representative


Process step responsibilities

	Process (operation, safety, risks and compliance)
	Responsibility

	Establishing customer requirements, ensuring processes are in place to meet requirement
	Richard McCluskey

	Pre-acceptance information gathering – technical assessment – approval/refusal of leads
	Richard McCluskey

	Pre-acceptance criteria and waste acceptance criteria/Discharge Agreement
	Wesley Wong

	Acceptance of deliveries – sampling (where required) – completion of paperwork
	Tom Phelps

	Treatment processes – shredding, screening, turbo dissolver, pasteurization, digestion, post digestion storage, centrifuges, biofilter
	Tom Phelps

	Quality of process liquors and digestate product 
	Tom Phelps

	Maintaining availability of outlets for waste materials produced by facility
	Richard McCluskey

	Plant and equipment maintenance regimes
	Tom Phelps


6. Planning
6.1 Actions to address risk and opportunities

6.1.1 Determining risk 
When determining risk GENeco will consider the context of the organisation, SWOT and Pest Analysis, customer requirements, potential emergency situations and legal obligations. 

GENeco shall maintain documented information of its risks and opportunities that need to be addressed and the processes needed to the extent necessary to have confidence they are carried out as planed
At a corporate level, a corporate Wessex Water Services Ltd Risk register and it is noted that any significant changes to risk should be reflected in this register. The Regulations and Systems Manager can access the register via the management system group. 
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The site level Risk Register (IMS024) has been developed and maintained to compliment the Corporate Risk Register, to specifically cover the scope of this ISO certification, to aid the planning of the management system, reflect risks and opportunities identified when considering the organisation and its context and the needs and expectations of interested parties to. 

a) Give assurance that the quality management system can achieve its intended results

b) Enhance desired effects

c) Prevent, or reduce, undesired effects

d) Achieve improvements.
GENeco has compiled an Environmental Aspects and Impacts Register (IWM007) and Environmental Aspects and Impacts Procedure (IMS008) that is available in the shared Management Systems folder. 
The register identifies all of the aspects (activities, products, emergency situations or services) that can have an impact on the environment. It also determines control measures, policies and procedures, for monitoring and controlling these environmental aspects and their impacts. Environmental aspects are then considered for the purposes of setting environmental objectives and targets as well as environmental data measurement and monitoring.The register is to be reviewed and updated where required on an annual basis and when circumstances change to ensure that it is kept up to date. Changes will be recorded in the register.
Document Hazard ID, Risk Assessment and Determining Control Procedure (GENHS008) 
outlines the process for the ongoing occupational health and safety hazard identification, risk assessment and determination of necessary controls, and that controls identified during this process are implemented and maintained as an integral part of operational control.

Hazards are identified, assessed and controls determined through implementation of the
company health and safety arrangements Risk assessment (HSA24) and Hazard Identification,
Risk Assessment and Determining Controls Procedure. Outputs are captured and maintained in

the document Site Specific Risk Assessments - Avonmouth Food Waste (GENHSG004).Form
Hazard Identification Review (GENWMF193) is used for the periodic review the BFWRF activity

for the identification of any new, changing or emerging hazards. 
The Wessex Water group of companies has a dedicated area focused on staff health and wellbeing Source/Essentials/Health and Wellbeing. Specific areas covered are as follows;

· Back to health (B2H) – sickness absence programme

· Optum employee wellbeing – confidential telephone helpline for counselling and signposting. Online health factsheets, legal signposting support & face to face counselling. 

· Physiotherapy Fast Track
· Mental health first aiders
· People Programme
· Working better together

· Wellbeing

· Resourcing

· Talent management

· Working arrangements

· Diversity and inclusion
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SWOT and PEST Analysis (GENWMP196) captures risk and opportunities

6.1.2 Planning actions to address risks and opportunities implementation and evaluation
A number of strategies have been introduced to address risks and opportunities, implementation and evaluation; 

HACCP meetings as part of the 
Consideration as part of the Risk Register (IMS024) process

Further review triggered by score e.g. significant Envi aspects
. Agenda item in MRM, business planning. 

6.1.3 Compliance Obligations

GENeco shall;

a) Determine and have access to the compliance obligations relating to it aspects
b) Determine how these compliance obligations apply to GENeco

c) Take the compliance obligations into account when establishing, implementing, maintaining and continually improving its SHEQ management system . 

There are thousands of bits of government legislation that can and do apply to our business. We chose to operate our business to some British and International Standards; beyond our legal requirements.
Applicable legislative and other standards are already incorporated into our management systems, and are periodically reviewed. We are a team of professionals who by various professional memberships become aware of new legislation and ensure that it is incorporated into our management systems.

Statute Law
Statute Law can be accessed from the UK Government Statute Law website
Additional sources of Occupational Health and Safety information

Health, Safety and Welfare Organisation Roles and Responsibilities (HSUPDT) outlines roles and responsibilities for communication of health and safety information, which includes the responsibilities of the Health, Safety and Welfare Committee to inform staff of any impending new H&S legislation and advise the business of the implications that it has for the company.

The Wessex Water Health Safety and Security Team provide updates of new and updated health and safety regulation and statutory codes of practice; this can include Messenger, posters and alerts. Information is cascaded within GENeco through the ‘Health and Safety Monthly Report’ and the monthly team briefs. 

The Health and Safety Executive - This website gives information and advice on Health and Safety Management. There is a specific page dedicated to forthcoming legislation: http://www.hse.gov.uk/legislation/forthcoming.htm
Managers with safety responsibilities are also encouraged to sign up to the HSE’s Newsfeeds, or E-bulletins. Further information can be found here: http://www.hsenews.com/
RoSPA - The Royal Society for the Protection of Accidents – We are corporate member of this society
The Wessex Water Health, Safety and Security Team has established, implemented and will maintain the company wide ‘Health and safety Arrangements’ to communicate relevant health and safety information to persons under the control of the company (staff, contractors, visitors). Each arrangement includes a list of applicable regulation. List of the Health and Safety Arrangement can be found in section 4.4.6 Operational Control. 

For matters relating to occupational health, the Wessex Water Human Resources Team has established, implemented and maintained companywide employee guidelines and will provide updates for communication across the company.  One example is the introduction of the Alcohol and Drug Policy in January 2016. 

Additional sources of Environmental information

The Wessex Water Regulation Team provide updates of new and updated environmental legislation and statutory Codes of Practice to GENeco in accordance with the Environmental Legislation Review Plan (ENVP135).The Regulation Team also maintain summary documents of key environmental legislation (and other requirements) affecting Wessex Water (including GENeco) which is updated biannually (or as appropriate). These include the Environmental Legislation Impacting Wessex Water List and Key Environmental Legislation Diagram – see cyberdocs ref. 1178092. 
GENeco maintains a Legal Register (GENWMG156) specific to BFWRF detailing key environmental legislation and other requirements in order to clearly communicate compliance needs to the team and to aid the evaluation of compliance. The legal register aims to complement rather than replace Environmental Legislation Impacting Wessex Water List and Key Environmental Legislation Diagram. 
The Stakeholder Management Plan (IMS018) includes a section that identifies stakeholders and a further section for reviewing any specific stakeholder needs.

The GENeco Waste Management Regulations Manager will review any new or updated legal and other requirements and how they affect GENeco environmental aspects. 
Where appropriate the management system is updated to conform to these requirements. A Business Unit Report is prepared each month which is accessible to all of the GENeco team. 
6.1.4 Planning Actions
GENeco shall plan;

a) To take actions to address its

i. Significant environmental aspects

ii. Compliance obligations

iii. Risks and opportunities
b) How to;

i. Integrate and implement the actions into its management system processes

ii. Evaluate the effectiveness of these actions
6.2 SHEQ objectives and planning to achieve them 

SMART SHEQ objectives will be established at relevant functions, levels and processes needed for the management system, with outputs and updates captured in GENeco SHEQ Objectives (IMS002) and the Trent System.
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Managers and/or supervisors will ensure that objectives shall;
· be consistent with the GENeco SHEQ policy (IMS025)
· take in account Customer Requirements (GENWMG175) and Stakeholder (interested parties) Management Plan (IMS018) 

· be relevant to the provision of a high quality service and product, plus the enhancement of customer satisfaction
· be communicated to all relevant business units and teams 
When planning to achieve SHEQ objectives, the organisation shall determine;
(a) What will be done, (b) what resources will be required, (c) who will be responsible, (d) when it will be completed, (e) how results will be evaluated. 
6.3 Planning of change
When GENeco determines the need for change to the management system, the change will be carried out in a planned manner as per the Change Planning Procedure (GENWMP249).

7. Support

7.1 Resources
GENeco shall determine and provide the resources needed for the establishment, implementation. Maintenance and continual improvement of the SHEQ management system.
7.1.1 General

Senior management are responsible for providing the necessary resources in terms of both personnel and equipment to ensure that the processes outlined in the SHEQ management system are carried out throughout the entire service realisation process.

Trained auditors are used to ensure that the SHEQ management system is followed and that improvements that enhance customer satisfaction are carried out in a controlled manner.  

Auditing is carried out by personnel independent of the process being assessed.

7.1.2 People

It is GENeco policy that personnel performing work affecting quality are competent based on appropriate education, training, skills and experience.  This is verified through audit and review and is recorded as appropriate in an individual’s personnel file.

NOTE: Conformity to product requirements may be affected directly or indirectly by personnel performing any task within the quality management system.

7.1.3 Infrastructure

All functional areas are provided with the infrastructure required to achieve conformity to business and quality requirements.  This includes buildings, workspace, equipment, vehicles, communications, information systems and supporting services. 

An overview of the process and key equipment at each stage of the process can be found in Process Description Avonmouth rev EA submission (J870-P001) & Food Waste Plant_1-asset list + PMP (GENWMP195).  In addition, a register of EMI assets is found in WAM, the in-house Information Service Department maintain a register of IS and communication equipment and Fleet maintain a register of transport vehicles
GENeco has implemented a preventive maintenance plan for operational equipment and records to ensure the equipment works effectively Food Waste Plant_1-asset list + PMP (GENWMP195), this is supported with documents found in the maintenance and inspection areas of the BFWRF O & M Manual.  

Information service and Fleet service areas maintain equipment within the respective areas.

The GENeco Management Team includes a Solid Bioresources Manager, Technical Manager, Operations and Maintenance Manager and Capital Investment Manager, with whom part of their role is to plan future infrastructure requirements. 

One manager will be identified to lead the infrastructure planning. They will gather information (objectives, scope, resources, options & costs), complete an appraisal and prepare a business case for submission to the General Manager. 

On an annual the management team will in addition prepare a capital investment plan and budget. 

7.1.4 Environment for the operation of processes

Appropriate working environments have been considered and implemented in achieving service conformity.  These include appropriate office space, IT infrastructure, utilities and facilities.  Health & Safety issues are considered and appropriate practices implemented to ensure safe working conditions. 

NOTE The term "work environment" relates to conditions under which work is performed including physical, environmental and other factors (such as noise, temperature, humidity, lighting, or weather).

7.1.5 Monitoring and measuring resources
7.1.5.1 General
Monitoring is the determination of the status of a system, a process, a product, a service or an activity. 
Measurement is the process of determining the value of a quantity. 
GENeco will determine and provide the resources needed to ensure valid and reliable results when monitoring or measuring is used to verify the conformity of products and services to requirements. 
AMULET is the core system used to monitor processes within the facility. 
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Procedure Control of Monitoring and Measuring Equipment (GENWMP187) outlines the arrangements in place to ensure that monitoring requirements are defined, that monitoring and measurement equipment is identified registered and maintained and monitoring and measurement can be carried out in a manner consistent with inspection and test requirements. 
7.1.5.2 Measurement traceability

Where measurement traceability is a requirement or is considered by GENeco to be an essential part of providing confidence in the validity of measurement results, measuring equipment shall be;
(a) Calibrated or verified, or both, at specified intervals, or prior to use, against measurement standards. 

(b) Identified in order to determine their status

(c) Safeguarded from adjustment, damage or deterioration that would invalidate the calibration process and subsequent measurement results. 

When measuring equipment is found to be unfit for its intended purpose, GENeco will determine if the validity of previous measurement results have been affected and shall take appropriate action as necessary. 

7.1.6 Organisational Knowledge

What is organisational knowledge? Organisational knowledge is the special knowledge specific to the organisation; it is generally gained by experience. It is information that is used and shared to achieve the organisations objectives. 
Examples of organisational knowledge? Internal sources e.g. intellectual property; knowledge gained from experience; lessons learned from failures and successful projects; capturing and sharing undocumented knowledge and experience; the results of improvements in processes, products and services. External sources e.g. standards; academia, conferences, gathering knowledge from customers or external providers. 
Determining & application of knowledge: GENeco has determined the knowledge necessary for the operation of processes, to meet stakeholder’s expectations, customer requirements and for achieving conformity of products and services. This information has been developed into the management system through a number of routes. 
Work instructions: Valuable where the business has a process that needs to happen in one specific way to avoid problems, and this can be written down and easily understood, then a work instruction can be one of the easiest ways to accomplish this knowledge capture.

Checklists: Another obvious capture method for simple knowledge is checklists. If the knowledge is comprised of a number of things to check before a job is completed, then a checklist can be a beneficial tool to use.

On-the-job training: When the knowledge just can’t be written down, it can be beneficial to use on-the-job training where a senior and experienced person will transfer the undocumented organizational knowledge to others. The training needs for individuals within the team is captured in the GENeco Training Matrix – BFWRF (GENWMG01A). 
Systems: Data from real time monitoring is captured in the AMULET system. Data on customer relationship management within the Salesforce system 
Market intelligence: is captured in the Stakeholder Management Plan, Customer requirements
Maintaining knowledge: 
GENeco maintains knowledge through many means including; 

· Maintaining and developing relationships

· Conferences

· Membership of institutes

· Industry publications

Knowledge gathered is made available to the extent necessary, and aims to capture communication channels in the Communication Plan (GENWMP242). 

7.2 Competence

The Training and Induction Procedure (GENWMP38) details the process for inducting new employees, assessment of training needs and record keeping. 

The resource and competency requirements for tasks or roles that affect quality are evaluated and recorded by way of job profiles/contracts of employment and the relevant quality records i.e. GENeco Training Matrix – BFWRF (GENWMG01A) and training and personnel records. The effectiveness of training carried out is recorded and evaluated through the competence that has been achieved.

Control of the training process is in accordance with the guidance Employee Guidelines 2 – Training and Development available in the ‘at work’ area of the intranet

All new employees are taken through an induction process to comply with Environmental, Health, Safety and Quality requirements.  The induction also covers company background, facility and materials / service awareness and customer familiarisation.

Training is available for all employees and is planned through the review of the GENeco Training Matrix – BFWRF (GENWMG01A), submission of a Training Plan and documenting of training in the GENeco Training Profile.  The effectiveness of both internal and external training is evaluated and recorded, and subsequent corrective actions are implemented as required.

A review of training effectiveness and ongoing requirements is carried out at least annually and training records are maintained.

7.3 Awareness

GENeco will ensure that persons doing work under its control are aware of;

a) The SHEQ Policy

b) Relevant quality objectives, contribution to the effectiveness of the quality management system including the benefits of improved performance and implications of not conforming with the SHEQ management system requirements.
c) Significant environmental aspects and related or environmental impacts associated with their work 

d) Their contribution to the effectiveness of the SHEQ management system , including the benefits of enhanced SHEQ performance

e) The implications of not conforming with the SHEQ management system , including not fulfilling the organisations compliance obligation
This will be achieved through implementation of the training and induction procedure outlined in section 7.2, the communication plan outlined in section 7.4 and active involvement in development and management of the system where possible. 
7.4 Communication
GENeco has determined the internal and external communications relevant to the SHEQ management system including;

(a) On what it will communicate

(b) When to communicate

(c) With whom to communicate

(d) How to communicate

(e) Who communicates

The findings are captured in the Communication Plan (GENWMP242) and the Stakeholder (interested parties) Management Plan (IMS018).
When maintaining the above documented information GENeco shall;

· Take into account its compliance obligation

· Ensure that SHEQ information communicated is consistent with information generated within the SHEQ management system and is reliable.
7.5 Documented information
7.5.1 General
 The GENeco SHEQ management system shall include;

a) Documented statements of a SHEQ policy and SHEQ objectives

b) Documented information required by the standards
c) Documented information determined by GENeco to be necessary to ensure the effectiveness of the management system, including this SHEQ Manual which signposts towards documented information required to ensure the effectiveness of the management system., 
7.5.2 Creating and updating

When creating and updating documented information, GENeco will ensure appropriate:
(a) Identification and description (e.g. a title, date, author and reference no.)

(b) Format (e.g. language, software version, graphics) and media (e.g. paper and electronic)

(c) Review and approval for suitability and adequacy

The arrangement are captured in the procedure Document Update and Control (GENWMP67).  A formatted template has been made available for this purpose Management System Document Style Guide -template (GENWMG65A), any common terminology is captured in Terminology (GENWMP94) and Management System Document Style Guide (GENWMG65).
7.5.3 Control of documented information

The company’s SHEQ management system documents are stored in an electronic format on shared drives with the company network. In line with this management of electronic documents, a computer backup system is used to provide appropriate document and data protection. Document information will move to a Share point cloud application during 2017, the area will have an equal or stronger level of backup and protection.
Documents used in the planning and operation of the SHEQ management system shall be issued in PDF format (or as shortcut to internet links) so that they cannot be amended, and new versions issued where appropriate.

All controlled documents are approved, reviewed, updated and controlled in accordance with the procedure Document Update and Control (GENWMP67).  Only the latest issue of any document is maintained in the ‘GENeco Management Systems\2.Controlled documents’ folder. Documents are removed from the shared network folder and/or Source Intranet when they become obsolete and archived separately.

 If it is necessary to hold superseded documents, these will be identified accordingly in the above procedure.

Changes to controlled documents are made in accordance with GENWMP67.  A register is kept for all controlled documents (Controlled Management System Documents Index - GENIN01). 
Documents of external origin determined by GENeco to be necessary for the planning and operation of the SHEQ management system are also appropriately controlled.

The control of records and data that provide evidence of conformance to requirements and the effective operation of the quality of services are documented in List of Operational Records – BFWRF (IMS006).

All records are stored in either hard copy or electronic form for the retention time specified.  This retention time is based on business, regulatory and customer requirements.  The data is stored in such a way as to allow easy cross-reference and retrieval, with key records stored on computer systems being backed up periodically through IS server facilities.
8. Operation
8.1 Operation planning and control
8.1.1 Quality planning and control
The term ‘product’ in this context applies to the service required by, a customer and the product realization processes resulting in ‘outputs’ i.e. digestate, centrate and gas treated to the required standard. 

The processes needed to deliver the service required by customers and quality outputs are planned and developed through the following means; 

	Planning product realisation stage
	Output

	(a)Quality objectives and requirements for the product


	GENeco SHEQ policy (IMS025)
Quality Policy (QALPOL01)

Technical Assessment (GENWMP129) 
Customer requirements (GENWMG175)

Business Unit Reports and Management Review meetings as defined in Management Review Procedure (IMS012)


	(b)The need to establish processes and documents, and to provide resources specific to the product


	(a) HACCP to achieve PAS110
HACCP Plan – BFWRF (GENWMP150) & BFWRF HACCP Plan Table (GENWMP150A)
(b) APHA requirements - HACCP Plan – BFWRF (GENWMP150), BFWRF HACCP Plan Table (GENWMP150A) & Method for Pasteuriser Sampling (GENWMP179).

(c) a safe, effective and efficient process – AMULET
(d) EA requirements - Environmental Monitoring Programme.

	(c ) Required verification validation, monitoring, measurement, inspection and test activities specific to the product  and criteria for product acceptance
	Analytical results

Customer survey

	(d) records needed to provide evidence that the realisation processes and resulting product meet requirements


	Customer survey results

Analytical results

Technical Assessment (GENWMP129)  (Waste Treatment Enquiry Form, Technical Assessment (GENWMP129) , Waste Agreement) 

BFWRF meeting minutes

Business Unit Reports and Management Review meetings as defined in Management Review Procedure (IMS012)




Planning of product (output material) and service realisation is carried out at the initial phase of a major contract or the introduction of a new waste / output materials and service. This process may include the review and planning of quality objectives and requirements for the output material / service, the documents and resources required. The planning of output material and service realisation also includes the required verification, validation, monitoring, measurement, inspection and test activities specific to the service and the criteria for output material acceptance.

For any major new projects, project management activities and planning is carried out during the concept phase of a project.  

8.1.2 Occupational Health Safety and Environmental Operational Control

GENeco will establish, implement, control and maintain the processes needed to meet SHEQ management system requirements, and to implement the actions identified in 6.1 and 6.2, by;

· Establishing operating criteria for the processes

· Implementing control of the processes, in accordance with the operating criteria
The following Health and safety arrangements have been implemented to introduce operating criteria and to implement control of the processes. 
	Arrangement
	Issue

	HSA40
	Arrangements for use of mobile phones

	HSA06
	Authorisation of contractors to work on restricted operations

	HSA39
	Carriage of dangerous goods by road

	HSA22
	Confined spaces

	HSA21
	Construction (design and management)

	HSA14
	Control of contractors

	HSA45 
	Control of Legionella and water hygiene. legionella assessment is located in the site information file for record sheets, method statements, risk assessment & action plan should an outbreak of legionnaires occur or a positive legionella test result be found

	HSA19
	Control of substances hazardous to health

	HSA20
	Display screen equipment

	HSA30
	Electrical safety

	HSA07
	Excavations

	HSA25
	Fire safety

	HSA05
	First aid

	HSA31
	Hazardous areas

	HSA44
	Hand arm vibration

	HSA18
	Health protection when working with sewage

	HSA47 
	Health and safety inspectors

	HSA01
	Health and safety policy

	HSUPDT
	Health and safety welfare organisation roles and responsibilities

	HSA15
	High pressure water jetting

	HSA35
	Lifting operations and lifting equipment

	HSA27
	Lone working

	HSA43
	Management and control of working hours

	HSA37
	Management of H&S in operational work activities

	HSA12
	Manual handling

	HSA04
	Noise at work

	HSA28
	Preventing injury due to sharp objects

	HSA17
	Prohibition notice procedures

	HSA13
	Protection of visitors

	HSA03
	Provision and use of safety equipment

	HSA23
	Reporting and marking of unsafe equipment

	HSA02
	Reporting of health and safety incidents

	HSA48 
	Respiratory protection at work

	HSA24
	Risk assessment

	HSA08
	Safety inspections

	HSA29
	Safe use of final effluent

	HSA11
	Stress at work

	HSA46
	Whole body vibration

	HSA36
	Work equipment

	HSA26
	Working at heights

	HSA41
	Working on contaminated sites


Management and control of electrical portable appliances (OPSP102)

Safety of electrical installations (OPSP103)

Standard operational procedure for the calibration of test equipment (OPSP232)

Management and Control of Lifting Equipment (OPSP101)

HSE Guidance - The selection, management and use of mobile elevating work platforms
In additional a number of Human Resources employee policies and guidelines are in place relating to Occupational health; 
	Title

	Employee Guidelines 7 - Occupational Health Advice

	Employee Guidelines 3 – Health and Wellbeing Programme

	Employee Guidelines 7 - Alcohol and drugs Policy

	Employee Guidelines 7 - Short term sickness and attendance plans

	Employee Guidelines 7 - Sickness Absence (Long Term)

	Employee Guidelines 7 - Bullying and Harassment


Occupational health provision within GENeco – BFWRF (GENWMP236)

Documents specifically created to implement and control hazards associated with BFWRF activities can be found in the BFWRF O&M Manual including; 

BFWRF HAZOP Report (IJSC_5471_TR_001)

Bristol STW DSEAR Plan 

HACCP Plan – BFWRF (GENWMP150)

Pest Control Plan (GENWMP185)

Odour Management Plan

Procedure for Working Within BFWRF (GENOPS001)

Site Procedures for deliveries to GENeco BFWRF

Operational Site Condition Report 

SHEQ Rules
Noise and vibration 

Condition 3.4 Noise and vibration requires that emissions for the activity shall be free from noise and vibration at levels likely to cause pollution outside of the site, as perceived by an authorised activity of the EA, unless the operator has used appropriate measures, including, but not limited to those specified in any approved noise and vibration plan. To prevent or where it is not practicable to minimise the noise and vibration. The operator is required to submit to the EA a noise and vibration plan if notified by the EA that activities are giving rise to pollution outside of the site. 
The facility has not been notified that the BFWRF activities are given rise to pollution outside of the site and as such has not been required to submit a plan. It is noted that in addition to the arrangements detailed within HSA04 detailed above, BFWRF operates under the corporate Environmental Noise and Vibration Plan (ENVS120/12). 
8.1.3 Control of Change
GENeco will control planned changes and review the consequences of unintended changes, taking action to mitigate any adverse effects, as necessary. A structured approach is in place for any capital investment changes via WECS processes and procedures, the Change Planning Procedure (GENWMP249) is also in place for GENeco use. 
8.1.4 Control of Outsourced Processes

GENeco will ensure that outsourced processes are controlled or influenced. The type and extent of control or influence to be applied to the process shall be defined within the system. 
	Outsources Process
	Nature of Control

	Electrical Mechanical Instrumentation (EMI)
	Direct access to WAM asset management system

	Statutory group
	Direct access to system used by the statutory group

	Engineering and construction services
	Capital investment manager employed within GENeco to liaise with WECS. WECS certified to OHSAS18001:ISO14001 and ISO9001

	Laboratory Services
	Wessex Water Scientific Centre provides GENeco with an analytical service. The service is UKAS Accredited to ISO/IEC 17025:2005 

	Vehicle purchase, maintenance and disposal
	Fleet services located within the Wessex Water group companies. Access to procedures on Intranet system or available on request

	Legionella assessments
	Arrangements defined in Carewater report located in the Avonmouth STW Site Information File. Training records available. Service provided by Avonmouth STW operations team. 

	Odour management plan co-ordination & expertise
	Odour management expertise – regular communication

	Recording of any communication with the general public by the CSU team
	Rapid system – audit trail


8.1.5 Life Cycle perspective
Consistent with a life cycle perspective, GENeco will;

a) Establish controls, as appropriate, to ensure that its SHEQ requirements are addressed in the design and development process for the product or service , considering each life cycle stage
WECS ISO14001, OHSAS18001, ISO9001 certified designed the facility

b) Determine its SHEQ requirements for the procurement of products and services, as appropriate;

c) Communicate its relevant SHEQ requirements to external providers, including contractors

d) Consider the need to provide information about potential significant environmental impacts associate with the transportation or delivery, use, end of life treatment and final disposal of its products and services.  
8.2a Emergency Preparedness and Response

GENeco has established implemented and will maintain the processes needed to prepare for and respond to potential emergency situations identified in 6.1.1.

	Steps
	Documentation

	Prepare
	to respond by planning actions to prevent or mitigate adverse safety health or environmental impacts from an emergency situation

Environmental Accident and Incident Record (GENWMF182)

Site Health and Safety Inspection Form (GENOPSF029)

Reporting of Health and Safety Incidents (HSA03)

Crisis Management Plan: Response to Major Disease Outbreak Affecting Sludge Disposal (CMP007)

Emergency Pollution Incident Response Procedure (GENWMP183)

Environmental Accident Management Plan (GENWMP175)

Inundation of Bristol STW by a major Flood Event (LEP015)

Emergency Fire Plan – BFWRF (GENWMP191)
Preparing for Adverse Weather – BFWRF (GENWMP192)

	Respond
	To the actual emergency situation

Preparing for Adverse Weather – BFWRF (GENWMP192)

	Prevent or mitigate consequence
	Take action to prevent or mitigate the consequences of emergency situations, appropriate to the magnitude of the emergency and the potential SHE impact

	Test
	Periodical test emergency preparedness and response procedures, where practicable. Including; (a) fire drills, (b) hydrants, (c) emergency lighting, (d) fire extinguisher test, (e) test incidents, (f) call points, 
List of Operational Records – BFWRF (IMS006)

	Review and Revise
	Periodical review and revise the processes and planned response actions, in particular after the occurrence of emergency situations or tests
Corrective and Preventative Action Procedure (GENWMP188)

Management System Audit Programme (IMS003)

Document Update and Control (GENWMP67)

	Information and training
	Provide relevant information and training relating to emergency preparedness and response as appropriate, to relevant interested parties including people working under its control.
GENeco SHEQ Rules (GENHS002)
Training Matrix – BFWRF (GENWMG01A)

	Documented information
	List of Operational Records – BFWRF (IMS006)


8.2b Requirements for products and services

8.2.1b Customer communication
Communication with customers includes; 
	Communication
	Examples

	Providing information relating to products and services;


	web site, brochures, email and through direct sales/ personal contacts



	Handling enquiries, contracts or orders, including changes; 


	Direct contact (face to face, telephone, e-mail)
Captured in Salesforce

	Obtaining customer feedback relating to customer services, including customer complaints


	Direct contact and surveys 

Complaints are documented and recorded in accordance with the Customer Complaints Procedure (GENWMP172)



	Handling or controlling customer property


	Not applicable as per A.5 see section 4.3 for further information

	Estabishing specific requirements for contingency action where relevant.


	Business Continuity Plan


Further information on customer communication is available in Communication Plan (GENWMP242) and Stakeholder (interested parties) Management Plan (IMS018).
8.2.2b Determining requirements for products and services

As the requirements for services and the digestate product offered to customers are developed, GENeco will ensure that the following requirements are determined and defined; 

a. Statutory and regulatory requirements 
Captured in ActivComply Legal Manager and in the Legal Register. Regulatons and Systems Manager available within GENeco for consultation. 
b. Any requirements considered necessary by YTL, Wessex Water Sevices Ltd and Wessex Water Enterprises Ltd

c. That GENeco can meet the claims for the product and services that it offers

All enquiries, orders and contracts received from customers are reviewed to ensure that their requirements can be met in full and any ambiguities resolved. This determination and capture of product requirements includes the clarification and agreement of customer requirements including activity scope and service requirements.  

Food Waste Acceptance Agreement Guidelines (GENWMP228)

Customer requirements (GENWMG175)

Technical Assessment (GENWMP129)
8.2.3b Review the requirements for products and services

As part of the Technical Assessment (GENWMP129)  (GENWMP129) the requirements relating to the product will be reviewed. The review will be conducted prior to any commitment to supply a service or product to a customer, and shall ensure that;

(a)In all cases product requirements are defined and captured in the Food Waste Acceptance Agreement Guidelines (GENWMP228) and agreed by the customer and a GENeco representation prior to acceptance.  

(b)Contract or order requirements differing from those previously expressed are resolved and documented in the Food Waste Acceptance Agreement Guidelines (GENWMP228). 

(c) The organisation has the ability to meet the defined requirements.

Records will be maintained as documented in the List of Operational records – BFWRF (IMS006)

Where product requirements are changed the BFWRF team (Ops team, Solid Bioresources Manager or Waste Technician) shall ensure that relevant documents are amended and that relevant personnel are made aware of the change in requirements. 

8.2.4b Changes to the requirements for products and services
With any changes to requirements for products and services GENeco will ensure that documented information is amended and that relevant persons are made aware of the changed requirements. The Change Planning Procedure (GENWMP249) has been implemented to aid this process. 
8.3 Design and development of products and services
8.3.1 General

ISO 9000: 2015 defines design and development as 'A set of processes that transform requirements for an object* into more detailed requirements for that object.' * Objects can be material (e.g. an engine, a sheet of paper, a diamond), non-material (e.g. conversion, ratio, a project plan) or imagined (e.g. the future state of the organisation).

See 4.3 Determining the scope of the quality management system for applicability of this clause to the food waste recycling business.
8.4 Control of externally provided processes and services

8.4.1 General
BFWRF is required to determine the controls to be applied to externally provided processes, products and services when; 

a) products and services from external providers are intended to be incorporated into the organisations own products and services; 

	External product/service
	Provider
	Controls applied

	Material provided by customers undergo a treatment process creating digestate which is sold to farmers as a fertilizer replacement
	Registered customers (facility charges for material delivered)
	Pre-acceptance assessments

Acceptance Agreement



	Polymer 
	BOC
	Regular meetings

Framework supplier

	Chemicals
	Various
	Framework supplier


b)products and services are provided directly to the customer (s) by external providers on behalf of the organisation 
	External product/service
	Provider
	Controls applied

	None identified
	
	

	
	
	

	
	
	


c)a process or part of a process is provided by an external provider as a result of a decision by the organisation. 

	External product/service
	Provider
	Controls applied

	Treatment of outputs (plastics etc)
	Various
	Assessment prior to use

Inspection audit


Procurement is an ‘outsourced process’ provided by Wessex Water Services Ltd (WWSL). WWSL procedures and guidelines relating to the procurement service provided are published on the corporate intranet. 

· Procurement Policy

· Wessex Water Procurement Rules 2016

· Procedure for Placing an Order to Request Goods or Services (OCPR002)

· Procedure for New Frameworks and Approved Suppliers (OCPR012)

· Procedure for Adhoc Purchases (OCPR013)

· Procedure for Goods Received (OCPR007)

· Conditions of Contract for the Supply of Goods and Services – including conditions relating to quality, health and safety
Following Procedure for New Frameworks and Approved Suppliers (OCPR012), Suppliers and subcontractors are selected on their ability to provide quality goods and services, delivered on time and at the right price. All suppliers, including outsource partners, are subjected to a pre-qualification questionnaire (PQQ) and information is assessed against a selection criteria. 

The level and depth of this process depends on the impact the supplied product or service has on service realisation. A list of approved suppliers is maintained on the intranet and their performance monitored by the Contracts Manager.

Quality, health and safety and regulatory requirements are defined in the Conditions of Contract for the Supply of Goods and Services June 2012. 
8.4.2 Type and extent of control

Suitable verification documentation is requested from suppliers as appropriate.  This documentation is requested via the purchase order and can include certificates of conformity and associated data.

If required within the contract, arrangements for the customer to verify purchases and subcontracted work will be written into the purchase order.

8.4.3 Information for external providers

In accordance with the Procedure for Placing an Order to Request Goods or Services (OCPR002) numbered purchase orders are used for the purchase of all key goods and services. Order numbers are generated and recorded via a purchase order system.

Purchase orders contain sufficient details to accurately describe the product or services ordered, and will be supported by detailed purchasing information such as supply agreements or specifications where appropriate. 

Approval of purchase orders is in accordance with Procedure for Placing an Order to Request Goods or Services (OCPR002).

8.5 Production and service provision
8.5.1 Control of production and service provision 
Controlled conditions have been implemented in the following areas: 
	Area
	Documented information defining characteristics
	Definition of results to be achieved

	the availability and use of suitable monitoring and measuring resources
	Monitoring and Maintenance of Plant and Equipment (GENWMP174) 
	

	

	the implementation of monitoring and measurement activities at appropriate stages to verify that criteria for control of processes or outputs, and acceptance criteria for products and services, have been met

	Treatment Process Control
	AMULET
	AMULET set points

	Control of input material 
	PACWAC Quality and Quantity (GENWMG144) and Pre-Acceptance Criteria and Waste Acceptance Criteria – EWC codes (GENWMG144A), Food Waste Acceptance Agreement Guidelines (GENWMP228) Waste Treatment Enquiry- Liquid of Food (GENWMF19)
	

	Acceptance
	Acceptance Procedure – Food Waste Reception Hall (GENWMP152) or Acceptance Procedure – BFWRF Liquid Tank (GENWMP158) 

PAWA Acceptance of Digestate into PDST (GENWMP176)

Cleansing Hygiene and Monitoring Procedure 

(GENWMP151)
	

	Critical control points
	HACCP Plan – BFWRF (GENWMP150) and BFWRF HACCP Plan Table (GENWMP150A). 

	BFWRF HACCP Plan Table (GENWMP150A). 
ADQP/PAS110 standard

	Storage and transportation of digestate
	Storage and Transportation of ABP Materials (GENWMP165)

BFWRF Digestate Paperwork Process (GENWMP224)
	

	Pest Control
	Pest Control Plan (GENWMP185)
	

	Throughput
	Environmental permit
	Business unit report – BFWRF operation

	
	
	

	the use of suitable infrastructure and environment for the operation of processes
	Operating and Control Philosophy Rev A (J870 – B202) 

HACCP Plan – BFWRF (GENWMP150) appendix A
	

	the appointment of competent persons, including any required qualification
	Job profiles

Provision of technical competence
	Provision of technical competence

	the validation, and periodic revalidation, of the ability to achieve planned results of the processes for production and service provision, where the resulting output cannot be verified by subsequent monitoring or measurement
	HACCP Plan – BFWRF (GENWMP150) 
	

	the implementation of actions to prevent human error
	
	

	the implementation of release, delivery and post-delivery activities
	
	


Actions in the event of test result failure

CP – Emptying of storage tanks (GENCP01)

CP – Pasteurisation CCP Failure (GENCP03A)

CP – Pasteurisation microbiological failure (GENCP03F)

8.5.2 Identification and traceability

A suitable method is required by this clause to identify outputs when it is necessary to ensure the conformity of products and services.  This will relate to digestate and materials exported for treatment.  Arrangements captured in HACCP plan - BFWRF (GENWMP150), BFWRF HACCP Plan Table (GENWMP150A), Management of Waste Outputs from BFWRF (GENWMP198) and Method for Pasteuriser Sampling (GENWMP179).

8.5.3 Property belonging to customers or external providers
This clause is not considered applicable to the food waste recycling facility. Please see section 4.3 for details. 
8.5.4 Preservation
This clause relates to the preservation of outputs during production and service provision, including identification, handling, contamination, control, packaging, storage, transportation and protection.

Waste materials delivered to the BFWRF site are received and processed without undue delay, in an appropriate and established safe and recognised manner to ensure that no significant damage or deterioration occurs that could result in reduction of material quality and / or any potential statutory or environmental consequences.

Protective personal Equipment (PPE) appropriate transfer equipment is supplied during each process stage to protect personnel and preserve the conformity of the recycling activity at all times. 
Storage and Transportation of Animal by Products Materials (GENWMP165) and Cleansing Hygiene and Monitoring Procedure (GENWMP151), PAS110 outline the arrangements implemented to ensure a quality ABP compliant product. 
8.5.5. Post-delivery activities
GENeco will meet requirements for post-delivery activities associated with the products and services.

In determining the requirements GENeco will consider; 

(a) Statutory and regulatory requirements

(b) The potential undesired consequence associated with products and services

(c) The nature, use and intended lifetime of products and services

(d) Customer requirements 

(e) Customer feedback 
The outcome of determining customer requirements are detailed in the documents Customer Requirements (GENWMG175) & Communication Plan (GENWMP242), 
Statutory and regulatory requirements: Duty of care for materials exported from facility - management of waste outputs from BFWRF (GEWNMP198). 
Monitoring and reporting requirements - environmental monitoring programme (GENWMG151). 

8.5.6 Control of change
GENeco will review and control changes for production and service provision, to the extent necessary to ensure continued conformity with requirements. When GENeco determines the need for change to the management system, the change will be carried out in a planned manner as per the Change Planning Procedure (GENWMP249).

8.6 Release of products and services
8.6.1 Verification 
The characteristics of the product and service will be monitored and measured to verify that product and service requirements have been met. Requirements are documented in ‘Customer requirements GENWMG175)’.
The ‘Avonmouth FWTP HACCP Plan (GENWMP150A)’ is in place to monitor and measure product characteristics to ensure that the product achieves the specification defined by APHA. This includes restrictions on use of fields used to recycle material ‘grazing ban’.
8.6.2 Release
The release of product and delivery of the service to the customer shall not process until the planned arrangements have been satisfactorily completed, unless otherwise approved by a relevant authority and, where applicable by the customer.

8.6.3 Documented information 

Records shall be retained of verification checks and indicate the persons authorising release of digestate product or completion of transfer notes
8.7 Control of non-conforming output
Where parameters monitored as part of the HACCP plan (HACCP Plan for Digestate Products made from ‘Food Waste’ by Anaerobic Digestion (GENWMP150) and (GENWMP150A)) fail, action will be taken as per the corrective action section of the plan. This includes the following contingency plans for guidance when the quality of digestate has failed verification assessments; 
Contingency Plan - HACCP Failure (GENCP03)

Contingency Plan – PAS110 Sample Failure (GENCP04)

Where a non-conformity is identified with the service provided by BFWRF, it will be documented, investigated and acted upon as appropriate. All such instances are subject to review in line with the degree of concern. Records on non-conformity are maintained and analysed as part of the Business Unit Report and Management Review process. Products or services are reviewed by authorised staff in order to determine any remedial work required,

In the unlikely event that a service may not fully meet specified requirements, but is still acceptable to the client, this will be documented as appropriate. Records of any concessions will be held by the Solid Bioresources Manager. 
Billing paperwork/Contract reports
Customer transfer notes 

Service provided to drivers

When customer feedback or complaints are received, they will be recorded, investigated and corrected to the satisfaction of the customer and the company in accordance with the Complaints Procedure (GENWMP172). Feedback is documented also. 
Output material or service non-conformities are reviewed by authorised staff to determine any remedial action and outputs are subsequently inspected. Further details are also contained in Corrective and Preventative Action Procedure (GENWMP188).
For each occasion of non-conforming output the following documented information will be retained; a) description of the non-conformity, b) action taken, c) concessions obtained, d) the authority deciding the action in respect of the non-conformity.  
9. Performance evaluation

9.1 Monitoring, measurement, analysis and evaluation

9.1.1 General

Appropriate data is determined, collected and analysed to demonstrate the effectiveness of the management system processes and the evaluation of where improvements in the system can be made.

The data generated from monitoring and measurement or other relevant sources is analysed to provide performance information relating to:

a) Customer satisfaction

b) Conformity of service requirements

c) Trends / characteristics of processes / services and preventive action opportunities

d) Supplier performance

Examples can be found in the table below. The list is not exhaustive; 

	Process
	Clause
	Data collected and analysed
	Methodology & output

	Customer satisfaction
	8.2.1b
	CRM interactions

Survey
	Salesforce User Guide (GENWMG182)

Customer Survey Summary (GENWMP197)

	Conformity of service requirements
	8.2.4
	Meeting notes
	

	Trends / characteristics of processes / services and preventive action opportunities


	8.2.3 

& 8.2.4
	Meeting notes
	

	Supplier performance
	7.4
	Amulet data – polymer 

Meeting notes
	Amulet User Guide for Food Waste Supervisor & Food Waste Operators (AMULET007)


9.1.2a Evaluation of Compliance

The evaluation of compliance with regulatory and other requirements is defined in the Evaluation of Compliance Procedure (IMS015). The evaluation programme is documented in the Evaluation of Compliance Programme (GENWMG157).
9.1.2b Customer satisfaction

ISO9001:2015 requires the organisation to monitor information in relation to customer’s perception as to whether requirements have been met. This can include customer satisfaction surveys, customer data on delivered product/service quality, lost business analysis, compliments and industry sector reports.

The requirements of the customer are taken into account at all stages of service delivery, by recording customer acceptance, and monitoring of customer satisfaction.  
The Solid Bioresources Manager will achieve this through regular customer contact, monitoring of feedback and periodic surveys. Findings will be documented and communicated within the team.

The Customer Complaints Procedure (GENWMP172) provides instructions for the team in handling complaints.

9.1.3 Analysis and evaluation

Wessex Water will analyse and evaluate appropriate data and information arising from monitoring and measurement in the following areas; 

	Area
	Monitoring 
	Evaluation results

	Conformity of products and services

	HACCP Plan

Amulet/real time data

Analytical results

Inspection
	HACCP meetings

BUR – BFWRF Operations

	The degree of customer satisfaction 

	Survey
	BUR – Solid Bioresources



	The performance and effectiveness of the SHEQ management system

	Audit

Inspection
	BUR – Legal, Business resilience and Continuous Improvement

Improvement log

	If planning has been implemented effectively

	Depends on area planned
Post investment appraisal

Analytical results
	BUR – BFWRF Operations

	The effectiveness of actions taken to address risks and opportunities

	Risk Register

Environmental Aspects and Impacts Register

Inspection
	BUR – BFWRF Operations

	The performance of external providers

	Feedback from team/stakeholders

Audit

Inspection
	BUR – BWRF Operations

	The need for improvements to the SHEQ management system
	Audit
	Improvement log


Business supervisors and managers will consider the outputs of analysis and evaluation, and the Regulations and Systems Manager will review the outputs from management reviews, to confirm if there are areas of underperformance or opportunities that shall be addressed as part of continuous improvement.  

Monitoring, measurement, analysis and improvement processes will also be implemented to demonstrate conformity and potential improvement of the management systems. Further details are given in the Corrective and Preventative Action Procedure (GENWMP188).
9.2 Internal audit

Internal audits are performed periodically to verify the use and effectiveness of the SHEQ systems. The Management System Audit Programme (IMS003) is planned and published, taking into account the status and importance of the processes to be audited as well as previous audit results. Internal audits are carried out in accordance with Management System Audit Procedure (GENWMP168).
9.3 Management review

9.3.1 General

The continued suitability, adequacy and effectiveness of the SHEQ management system is reviewed by Senior Management at least annually.  This will include an assessment of any improvement opportunities and the need for any changes to the MS, including policy and objectives. A record of all Management Review Meetings are maintained.
9.3.2 Management Review Input

The review inputs include, but are not limited to:

· Follow up actions from previous reviews.

· Results of internal audits.

· Customer feedback, complaints and analysis.

· Process performance and service conformity.

· Status of corrective and preventive actions.

· Changes affecting the management system.

· Improvement recommendations.

9.3.3 Review output

The outputs from this review will include actions and decisions in relation to:

· Improvements in the effectiveness of the SHEQ management system
· Required resources / training requirements.

· Required audits.

· Customer service and delivery improvements.

Further details are given in the Management Review Procedure (IMS012) 
10. Improvement

10.1 General
GENeco will determine and select opportunities for improvement and implement any necessary actions to meet customer requirements, enhance customer satisfaction and achieve the intended outcomes of the SHEQ system.
These shall include:

(a) improving products and services to meet requirements as well as address future needs and expectations

(b) Correcting, preventing or reducing undesired effects

(c) Improving the performance and effectiveness of the management system
10.2 Nonconformity and corrective action

A review of key processes will be conducted through audit or as indicated by data. This review will be used to identify and eliminate potential non-conformities. The implementation and maintenance of effective procedures is also part of preventive action planning. 

In addition, a process of continuous review is applied to all services and processes to identify possible improvement opportunities.

Appropriate sources of information such as management system procedures and instructions, audit results, project records, SHEQ Reports and satisfaction surveys are used to detect, analyse and eliminate potential causes of nonconformity.

Preventive actions and improvement suggestions are recorded in the GENeco Improvement Log.  All SHEQ Reports are reviewed at Management Review meetings and the need for action to prevent nonconformity is evaluated.  The results of any preventive action taken are recorded on the SHEQ report form and the effectiveness of the preventive action reviewed.

Development of preventive measures also occurs as part of the service provision and contract planning process (risk analysis). Risk assessments are produced for all new service operations / contracts. In addition, a process of continuous review is applied to all services and processes to identify possible improvement opportunities. 

Any non-conformity will be analysed to develop corrective actions that eliminate cause and prevent recurrence, including requirements for:

· Reviewing non-conformities, including customer complaints.

· Determining the cause of non-conformities.

· Evaluating the need for action to prevent re-occurrence.

· Determining and implementing action needed.

· Recording results of action taken.

· Reviewing corrective action implemented.

Records of corrective actions are reviewed as part of the Business Unit Report and Management

Review process to establish if any trends can be identified.

Any changes to the management system found necessary are implemented, verified and recorded as appropriate.

Further details can be found in the Corrective and Preventative Action Procedure (GENWMP188).

10.3 Continual improvement

The effectiveness of the MS is continually improved through the review of GENeco SHEQ policy (IMS025) and with the GENeco SHEQ Objectives (IMS002), the analysis of audit results, corrective and preventive actions, customer feedback and associated data.

Improvement suggestions can also be documented by any member of staff in the GENeco Improvement Log. Improvement actions are also reviewed and documented as an output of the Management Review.  

If SHEQ Objectives have been reached and can be maintained, then the targets are stretched to ensure that the company meets its objective of continual improvement and performance growth. 

Appendix 1: Documents, Procedures and Records required for PAS110, ADQP & Fertiliser Certification Scheme Rules

	Clause
	Requirement
	GENeco document title

	4.1
	General
	

	4.2.
	Quality policy


	Quality Policy (QALPOL01)

GENeco SHEQ policy (IMS025)
Quality Policy Digestate (GENWMP226)



	4.3
	Communication, awareness, training and competence
	Training and Induction Procedure (GENWMP38)
GENeco Training Matrix – BFWRF (GENWMG01A)

	4.4
	Documents and document control
	Document Update and Control (GENWMP67)

Legal Register (GENWMG156)

	4.5 
	Incidents and accidents
	Environmental Accident and Incident Record (GENWMF182)

Reporting of Health and Safety Incidents (HSA03) 

Corrective and Preventative Action Procedure (GENWMP188)

	4.6
	Complaints and concerns
	Customer Complaints Procedure (GEBWMP172)

	4.7 
	Internal audit of the SHEQ MANAGEMENT SYSTEM 
	Management System Audit Procedure (GENWMP168)

Management System Audit Programme (IMS003)



	4.8
	Management review of the SHEQ MANAGEMENT SYSTEM 
	Management Review Procedure (IMS012)

	5
	Hazard analysis and critical control point (HACCP) planning
	HACCP Plan – BFWRF (GENWMP150)

BFWRF HACCP Plan Table (GENWMP150A)

	6
	Input material
	PACWAC Quality and Quantity (GENWMG144)

Pre-Acceptance Criteria and Waste Acceptance Criteria – EWC codes (GENWMG144A)

Technical Assessment (GENWMP129)

Waste Treatment Enquiry- Liquid of Food (GENWMF19) 
Food Food Waste Acceptance Agreement Guidelines (GENWMP228) Guidelines (GENWMP228).

Acceptance Procedure – Food Waste Reception Hall(GENWMP152)

Acceptance Procedure – BFWRF Liquid Tank (GENWMP158)

Rejection Procedure (GENWMP50)

	7.1, 7.2, 7.3
	Documents on process management, separation and storage
	Operating and Control Philosophy Rev A (J870 – B202) 

HACCP Plan – BFWRF (GENWMP150) appendix A

Acceptance Procedure  - FWRF (GENWMP152)

Acceptance Procedure  - BFWRF liquid tank (GENWMP158)

Cleansing Hygiene and Monitoring Procedure 

(GENWMP151)

Storage and Transportation of ABP Materials (GENWMP165)

BFWRF Digestate Paperwork Process (GENWMP224)

	8
	Process equipment
	Arrangements for the Monitoring and Maintenance of Plant and Equipment (GENWMP174)

	9
	Process monitoring
	HACCP Plan – BFWRF (GENWMP150) 

BFWRF HACCP Plan Table (GENWMP150A)

	10
	Sampling of digestates
	

	10.1
	General sampling
	

	11
	Validation
	

	11.1
	General
	

	11.2
	Minimum testing of the digestate and quality requirements for validation
	

	12
	After validation
	

	13
	Actions in the event of test result failure
	CP – Emptying of storage tanks (GENCP01)

CP – Pasteurisation CCP Failure (GENCP03A)

CP – Pasteurisation microbiological failure (GENCP03F)

	14
	Labelling, marking, dispatch and se of whole digestate, separate liquor and separated fibre
	


	Issue 
	Date 
	Approved by
	Notes

	1
	May 2013
	R Creed
	Initial Issue

	2
	July  2013
	R Creed
	Document revised and reformatted

Exclusions added

	2.1
	Sept  2013
	R Creed
	List of Operational Records – BFWRF (IMS006) added

Section 7.2.3 and 7.2.4 revised

	3
	Sept 2014
	R Creed
	Format amended to align with SHE Manual

Section headings re. numbered to align with clauses of standard

Appendix 1 revised to reflect clause 4.2.1c and 4.2.1d

Custodian change to Waste Management Regulations Manager

Updates to reflect operational practice

	4
	Nov 2014
	R Creed
	Reference to the  Management Review Agenda and Minutes Template (IMS004) removed

	5
	Dec 2014
	R Creed
	Title of IMS003 revised

Section 8 Measurement, analysis & Improvement revised to reflect operational practice

Section 7.6 revised to reflect requirement to ‘determine’ monitor and measuring needs

	6
	Jan 2015
	R Creed
	Reference to the O & M Manual Revised. Reference to process mapping document added. Revised to reflect archiving of Resource Management (GENWMP189) and to better signpost how infrastructure is determined and maintained.

Revised customer focus and satisfaction to align with ISO/DIS 9001:2014 

	7
	May 2015
	R Creed
	Section 7.1 and 7.2 revised to reflect the subsection numbering and to include document references.

	8
	Sept 2015
	R Creed
	SHEQ MANAGEMENT SYSTEM  Processes – Criteria, Method and Measurement – BFWRF (GENWMG180) added

Section 8.2.3 revised to reflect current practice,including use of Amulet and Salesforce. 

Section 8.2.4 revised to better describe and signpost controls.

	9
	June 2016
	R Creed
	(a) Reference to PAS110, QP 2014 and Biofertiliser Certification Scheme Rules added to section 4.1 General Requirements. Reference to the Legal Register added also as the source of document control. 

(b) Appendix 1 Index revised to include a table of documents required for PAS110. QP 2014, Biofertiliser Certification Scheme.

(c) Roles and responsibilities expanded to include PAS110 requirements

(d) Reference to Quality Policy Digestate (GENWMP226) added

(e) 7.5 Production and service provision revised to reflect requirements of PAS110 clause 7.3

	10
	Nov 2016
	R Creed
	Appendix 3 added in preparation for ISO9001:2008 AND ISO9001:2015:2015 transition

Reference to ISO9001:2008 replaced with ISO9001:2008 and ISO9001:2015.

Reference to AHVLA replaced with APHA. Reference to WARMS replaced with GENeco Improvement Log. 

Roles, responsibilities and job titles reviewed.

Document titles checked and updated where required 

	10.1
	Feb 2017


	R Creed
	Reference to Standard Operating Procedures added

Appendix 3 sections 7.3, 5.3, 7.4 populated with information on existing practice, reviewed against relevant clauses of ISO9001:2015.

Reference to Communication Plan (GENWM242) added

	10.2 
	Jul 2017
	R Creed
	Sections 6.2 Quality Objectives and Planning, 5.2 Policy. 4.2 understanding the needs and expectations of interested parties, 7.1.6 Organisational knowledge, 6. planning revised to reflect operational practice. 

Reference to GENeco SHEQ Charter (IMS005) removed. 

8.4 Control of externally provided processes, products and services document references updated. 

Retained sections relating to ISO9001:2008 removed. IMS001 SHE manual merged with the quality manual

	11.0
	Jul 2017
	 R Creed
	SHE Manual and Quality Manual merged

	11.1
	Sep 2017
	R Creed
	Reference number for EoC Programme corrected (action ref. ISOA1138)

Roles relating to reviewing Customer Complaints, Legal Compliance reviews and Risk Opportunities defined within section 5.3.

	11.2
	Dec 2017
	R Creed
	Reference to Fire Action Plan – BFWRF (GENWMP186) removed


Revision History
	Issue 
	Date 
	Approved by
	Notes

	11.3
	Jan 2018
	R Creed
	(a) 8.1.2. amended to signpost towards the legionella assessment located in the site information file for record sheets, method statements, risk assessment & action plan should an outbreak of legionnaires occur or a positive legionella test result be found

(b) 8.1.4 amended to detail outsourcing of legionella duties relating to the inspection, monitoring, record keeping and carrying out remedial actions relating to legionella risk mitigation.
(c ) Arrangements with fleet for the management of company cars and vans to section 8.1.4 

	11.4
	Mar 2018
	R Creed
	Removed ‘Customer Business Planning (IMS019)’ as obsolete

Removed reference to HSA16 Ground Maintenance, HSA32 Management of asbestos as not applicable

Arrangements with CSU and Jim Humphries (OMP) relating to odour management and communication with members of the public
Removed reference to ISO9001:2008 & ISO14001:2004

	11.5
	Jul 2018
	R Creed
	Preparing for Adverse Weather – BFWRF (GENWMP192) added to 8.2a
PAWA Acceptance of Digestate into PDST (GENWMP176) added to 8.5.1

Section 5.1 leadership and commitment reviewed and simplified. Addition of H&S support roles provided by M Regler and W Boakes
Section 5.3 expanded to list processes and person responsible. 

	11.6
	Nov 2018
	R Creed
	6.1.2b modified to outline health and wellbeing arrangements. 

	12
	Jan 2019
	R Creed
	(a)Reference to 'EA requirements Pollution prevention (ENVP132)' removed

(b) section 8.1 Operational Planning and Control revised to better reflect quality output processes

(c) Section 5.1.2, 6.1.1, 6.1.2, 8.2.1, 8.2.4b, 8.5.1, 8.5.2, 8.5.5, 8.6, 8.7 9.1.3 revised to align with ISO9001:2015 & refine description of arrangements
(d) Section 4.3 revised to include applicability of clause 8.3 design and development and 8.5.3 property belonging to customers or external providers. 
(e) Section 4.2 revised to capture how requirements are determined. 


‘Operation of the GENeco food waste recycling facility at Bristol including waste reception, pre-treatment, pasteurisation, production of gas by anaerobic digestion and solid and liquid nutrient products’.
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